
as seeded* WOTEt The Area Records Officer has initiated a request for 
the necessary forms and will start using them the first of the sew calender 


year* 



Stmmnd&tlen* Prepare and file charge out cards for ell material with** 
drmm from the files* 


4* TiMag ^gne., currently . 

There vae approximately a months accumulation of filing to be dose at the 
time of our review* Certainly this seriously affects required reference 
service* 

SeeeESBeni ation i Tile accswilcted material daily* 
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practice slows reference to needed material and if the approximate 
is knows creates doubt in the mind of the searcher as to whether or 
the material was ever filed* 


Seftorainend aticn * File chronologically within the subject heading* 

*» jMy wp* TOcttCB to retain official file copies of material in 

files •■Thilo ayaltlag a reply or fa.- tn.it rrcH-;; AteJl 

wr, saMszzMs. tige - 

Withholding material of this type from the file is unfair to the other staff 
swashers who may have need to refer to it* Cast doubt on the efficiency 
of the system because It is usually assumed that the material is misfiled 
or just cannot be located. 

Immcftailon* Forward all related correspondence and file copies of 
complete correspondence to the Cofosuni cations and Records Section where It 
will be separated, for dispatch and filing* Charge official file copy to 
individual requesting retention of the file copy awaiting a reply or requir- 
ing further action. 



Failure to bring forward such correspondence increases the time for current 
references or may result in incomplete references. This practice may alee 
result in pertinent material being retired prematurely. 

Recommendation * Bring forward related material while filing current 




i. Additional cnblects have been added in. the file without romrd fo the 

~~ 

the subjects added are usually at the request of seme staff member who hae 
little or no knowledge of the system and who vdil not be required to service 
future reference request. This reduces the effectiveness of the system since 
the requestor must roly continuously on his memory of specific folder titles, 
feather than the file clerks knowledge of the system. The system is suffi- 
ciently flexible to provide specific case files as needed but it should be 
taw* within the proper subject heading structure and should be done at the 
discretion of the person responsible for the files* 


Recommendation s Add needed additional subject headings in accordance with 
the system. Sew secondary headings should be cleared with this office is 
order to maintain standardisation of the over all agency system. 
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lm II-C-5, 


[Survey Report 


So. 9, 


Tb$me 0 f the recameaded finding aid is a control measure rather than a 
Substitute for an initial search of the subject file. It is particularly 
important when a new system is being broken is and is questionable cases 
serves as an indication that the material actually was or was not filed. It 
serves in lieu of a cross reference in the subject file in many instances and 
mil locate needed correspondence when the addressee or source is known- but 
%h * atikJaet is vague or incomplete. The .finding media originally reccsmanded 
f 1 first copy of the Form 35-1 "File md. Routing Slip.*’ This fom was 
fai have the file classification indicated on it and be filed by source at the 
tiBi© of the filing of the related correspondence* 

leco^endation: Indicate the file classification on the first copy of the 
lOutiSi Slip, Form 35-1 at the time the correspondence is filed. File the 
F ?T® s <wce. SO Tti The Area Records Officer ha* indicated that this 

original reccasiBendatioii will be adopted as of the first of the year* 
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